Since its publication nearly 10 years ago, Covey's Seven Habits of Highly EJfective People has been praised by everyone from CEO's to Senators, from motivational psychologists to ministers. All have admired Covey's book for its simultaneous attention to principles and practical insights, for its ability to identify what many call "fundamental truths" about how to evolve from managing to leading, how to integrate personal and professional responsibilities, and how to achieve not just greater productivity but also greater integrity and self-fulfillment.
Having read Covey's book several times, I particularly admire the range of experience from which Covey draws his examples. Not surprisingly, much of his discussion centers on the problems of business executives, since much of Covey's experience comes from working with this audience. However, he also discusses problems encountered by parents, spouses, teachers, athletes-all sorts of individuals in both private and public roles. It occurred to me to look once more at Covey's seven habits, to see if he might have something to say to us in our role as communicators. What follows is my interpretation of how we can apply Covey's seven habits to writing.
HABIT 1: BE PROACTIVE
Habit 1, "Be Proactive," in Covey's view means more than merely taking initiative or planning ahead: "It means that as human beings, we are responsible for our own lives .... Reactive people are often affected by their physical environment. If the weather is good, they feel good. If it isn't, it affects their attitude and their performance. Proactive people carry their own weather with them" [ l, pp. 71-72].
Reactive people tend to view themselves as externally controlled: "There's nothing I can do," "They won't allow that," "I have to do that" [ 1, p. 78 It's easy to observe the difference between reactive and proactive communicators in both the academic and business realms. Any teacher of technical or business VYTiting will recognize the reactive student's plaintive question, "What should I write about?" Faced with a major writing assignment. the reactive writer will often avoid the responsibility of choosing a topic, instead begging the teacher to assign one-a ploy that, ironically, tends to backfire. If the teacher does assign a topic, the odds are that it will be too far afield from the student's genuine interests for the student to invest the requisite energy and interest needed to successfully complete the project. The project becomes, inevitably, another empty exercise that the student "has to do." Proactive student writers, on the other hand, are eager to make connections between their existing interests and the opportunity represented by an upcoming writing project. For example, faced with the task of identifying a problem and preparing a report that addresses it, proactive WTiters may seize the opportunity to WTite about an actual situation in a parttime job or campus organization with which they are currently involved. While still a required assignment-something they "have to do" -the report now takes on a relevancy created by the student's willingness to expand his or her circle of influence. that we often can't see because of the "trees."
We are familiar with the idea of organizations having mission s~~te ments. But can a piece of WTltmg have one too? I would suggest that the "mission statement" for a piece of WTiting is based most closely on principles related to audience and purpose. Asking ourselves "Who will be using this document, and why?" enables us to keep the "big picture" in mind while making decisions about content. organization, and design.
HABIT 3: PUT FIRST THINGS FIRST
Habit 3 brings us to Covey's wellknown "quadrant" system. According to Covey, the time management matrix contains four areas, depending on how urgent an item is (i.e., whether it requires immediate attention), and how important it is (i.e., whether it will yield results related to high-priority goals):
QUADRANT I: Urgent. Important (e.g., crises; deadline-driven projects)
QUADRANT II: Not Urgent, Important (e.g., long-range planning; building relationships) It is easy to see how the quadrant system applies to various WTiting situations. For example, academics are all too familiar with the "All But Dissertation" (ABD) syndrome: a doctoral student is able to complete Quadrant I and Quadrant III activities (e.g., attending classes; WTiting papers for courses when someone else-the professor-has imposed a deadline; holding office hours for students, etc.). However, the doctoral student who ends up terminally ABD is unable to complete a longrange, important project-writing the dissertation-often because he or she is unable to self-impose a deadline. Similar problems arise for many untenured faculty members, who often become absorbed in Quadrant I and III activities (e.g., committee work) to the detriment of the Quadrant II activity of WTiting and publishing research.
The quadrant concept can also be applied to different parts of the WTiting process. For example, many WTiters (myself included!) tend to focus on word-and sentence-level editing too early in the WTiting process. When I am working on a long-term project such as an article or book, it's easy to fall into the trap of wasting my "peak" energy hours (for me, the mornings) on word-processing and editing what I've already written, rather than using them to draft new material. I have to make a conscious effort to spend my "peak" time on thinking and writing, and to shift more mechanical tasks like wordprocessing to my "off-peak" hours.
Writers who are attuned to the importance of Quadrant II might also think of ways to manage parts of the writing process differently so that they can be handled more effectively on a long-term basis. Gene enhanced the probability that she would "get inside" the organization's frame of reference.
Audience analysis is another way that writers can "listen" empathically to their potential readers. Especially exciting are usability testing studies such as those described in Chapter 5 of Schriver [3] . in which users provide feedback as they try to interpret documents like instruction manuals. 
